	Alabama Professional Education Personnel
Evaluation Program
Supervisor's Review Form - Electronic Format

Library Media Specialist System

	
Library Media Specialist:.      
Date:         /       /      









(MM DD YY)

   
Evaluator:.       



(Provide evaluator name only if different from the name on the ESR form)


	
	

	This review form should be completed by the library media specialist's supervisor.  The scores and justification from this instrument should be included as part of the total evaluation results.
Evaluators should refer to the complete list of indicators and definition items when completing the scores.  The definition items define each indicator and are used to formulate a response at the indicator level.  The results from the indicators should be reviewed to formulate an overall score for each competency area.  In some instances, the indicator scores will need to be combined with information from other evaluation instruments when completing the Evaluation Summary Report.  Procedures for combining these scores appear in the evaluation manual.  Explanation of every assigned score will be provided to the library media specialist.

The following scale should be used to determine the scores for each of the indicators and competency areas.



	1
Unsatisfactory
	Indicates the library media specialist’s performance in this position requirement is not acceptable.  Improvement activities must be undertaken immediately.



	2
Needs


Improvement
	Indicates the library media specialist’s performance sometimes but not always meets expectations in this position requirement.  Improvement activities are required for performance to consistently meet standards.



	3
Area of


Strength
	Indicates the library media specialist consistently meets and sometimes exceeds expectations for performance in this position requirement.  Performance can be improved in the areas(s) indicated, but current practices are clearly acceptable.



	4
Demonstrates


Excellence
	Indicates the library media specialist does an outstanding job in this position requirement.  No area for improvement is readily identifiable.



	



KEY


1 - Unsatisfactory
3 - Area of Strength





2 - Needs Improvement
4 - Demonstrates Excellence


	4.0  MANAGEMENT OF LIBRARY MEDIA PROGRAM/SERVICES

	
4.1
Provides for Maintenance of Library Media Program and Services
	
	
	
	

	
1-maintains an effective schedule for use of the library media center
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
2-ensures that equipment is in working order
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
3-maintains accurate and up-to-date inventory of all library media materials and equipment
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
4-maintains current catalogs (card or electronic) and materials listing
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
5-ensures shelving/filing of media and equipment
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
6-inspects, maintains, and weeds media and equipment
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
7-maintains or improves automation of library media management functions, e.g., circulation, catalog
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
	
	
	
	

	








Indicator Score:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
Notes/Comments For Justification of Scores

     

	
4.2
Manages Library Media Center Services, Staff, Facility, and Budget
	
	
	
	

	
1-prepares a library media center budget and appropriate expenditure reports
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
2-promotes flexible use of the library media center
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
3-promotes accessibility to media resources, equipment, and facilities
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
4-arranges media center facilities for a variety of activities such as reading, listening, and viewing
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
5-establishes a program for orientation/training and supervising aide, volunteers, and student assistants
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
6- prioritizes demands on time and streamlines nonessential routines
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
	
	
	
	

	








Indicator Score:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
Notes/Comments For Justification of Scores

     


	
4.3
Coordinates Resources
	
	
	
	

	
1-acquires up-to-date resources (books, other) and equipment
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
2-organizes resources and equipment for easy access
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
3-processes resources in a timely manner according to accepted rules/practices for collection organization
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
4-ensures that impediments to circulation of resources and equipment are removed
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
	
	
	
	

	








Indicator Score:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
Notes/Comments For Justification of Scores

     


	



KEY


1 - Unsatisfactory
3 - Area of Strength





2 - Needs Improvement
4 - Demonstrates Excellence


	6.0  COMMUNICATION

	
6.2
Writes Clearly, Correctly, and Coherently
	
	
	
	

	
1-spells words correctly
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
2-uses correct grammar and mechanics
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
3-writes legibly
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
4- uses vocabulary and style appropriate to level of audience
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
5-organizes written information
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
	
	
	
	

	








Indicator Score:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
Notes/Comments For Justification of Scores

     

	8.0  PERFORMANCE OF PROFESSIONAL RESPONSIBIILITIES

	
8.1
Completes Job Requirements According to Established Timelines
	
	
	
	

	
1-completes assigned task on schedule
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
2-is punctual for school, classes, meetings, conferences, and other scheduled activities
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
3-adheres to local personnel policies and procedures (e.g. attendance, leave)
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
	
	
	
	

	








Indicator Score:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
Notes/Comments For Justification of Scores

     

	
8.2
Adheres to Written Local and State Board Policies and Federal Laws and Regulations
	
	
	
	

	
1-maintains accurate, up-to-date records, including student progress records
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
2-establishes procedures consistent with established policies, laws, and regulations
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
3-recommends actions in accordance with applicable laws, policies, and regulations
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
4-supports established laws, policies, and procedures when dealing with school personnel, students, and parents/guardians
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
	
	
	
	

	








Indicator Score:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
Notes/Comments For Justification of Scores

     


	



KEY


1 - Unsatisfactory
3 - Area of Strength





2 - Needs Improvement
4 - Demonstrates Excellence


	
8.3
Exhibits Professionalism with Peers, Administrators, Parents/Guardians
	
	
	
	

	
1-treats confidential information about students, staff, and school affairs in a professional and ethical manner
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
2-demonstrates respect, interest, and consideration for those with whom he/she interacts
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
3-assists in school planning when requested
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
4-participates in collegial efforts without giving up individual rights to dissent or to work to effect change
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
5-handles contacts with parents/guardians in a professional, ethical manner
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
	
	
	
	

	








Indicator Score:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
Notes/Comments For Justification of Scores

     

	
8.4
Promotes Cooperation with Parents/Guardians and Between School and Community
	
	
	
	

	
1-adjusts activities and schedules when necessary to accommodate other programs or activities
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
2-holds conferences at times mutually convenient to all participants
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
3-uses community resources to supplement program
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
4-encourages parents/guardians to participate in the school
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
5-participates in school-related, parent/guardian-directed meetings when appropriate
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
6-acts as an advocate for students
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
7-seeks outside help for students, as needed
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
	
	
	
	

	








Indicator Score:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	 FORMCHECKBOX 
 4

	
Notes/Comments For Justification of Scores
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1

